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7.6 SCORI NG

The options under the Scoring nmenu are ScanTools File, Manual Entry,
Chal | enge Test Item(s), and Clear Test Scores for a Class. These options
all ow you to score academ c tests, non-acadenic tests, and questionnaires.
Note that you select and score each test individually, even conponent tests
that conprise a nultipart test. A nultiple part test is actually any
conbi nati on of other test types. Each conponent test carries a user-

assi gned percentage of the total weight assigned to the conmbined test. As
each part is adm nistered and scored, students' grades are retained within
MCAI M5, After all parts have been adninistered and scored, MCAI M
recal cul ates and assigns a grade for the nultiple part test (based on the
wei ghts assigned to each part). The final grade on the nmultipart test is
used to update GPAs and cl ass standi ngs.

The followi ng steps sunmarize how to access this option under the
Scoring menu.

1. dick on the Magnifying dass icon. The Sel ect an Approved Course
selection list box (Figure 7-01) is displayed.

2. Highlight and select an Approved course. The Eval uati on Managenent
wi ndow (Fi gure 7-02) opens.

3. Choose the Scoring option on the nenu bar. The Scoring drop-down
menu (Figure 7-65) is displayed.

% Fyaluation Management  {COURSE: MOZRMG4)

File Tables Maintenance | Scoring  Reports

Main ScanTaals File Arademic
E1EIE

Manual Entry on-fcademic

Challenge Test Item(s) Questionnaire

Clear Test-Cuestionnaires 4 |

Figure 7-65. Scoring Drop-down Menu
4., Choose the desired option

7.6.1 ScanTools File

This option allows you to score test results provided in a data file
produced by ScanTools Il. The instructions bel ow descri be how to process
the data on the flat files for academc tests, non-academc tests, and
guestionnaires. Refer to Appendix C for instructions on producing the
scanned dat a.

WARNING. I n order for the scoring process to proceed correctly, you nust
be very diligent in nmaking three selections: (1) the correct class, (2)
the correct test, and (3) the correct data file containing student
responses.

e |f you select the correct test and data file but the wong class, you
may receive a nunber of individual nmessages on each student whose SSN
does not appear in the class roster. These nessages could indicate that
you have selected the wong class or data file. |If you suspect this is
the case, click the Quit button to exit the scoring function

e |f you select the correct class and data file but the wong test, MCAI M
will score the wong test with potentially disastrous results for each
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student’s score, class standing, and GPA. Your only recourse when you
di scover this mstake is to clear test scores, which can be tine
consumi ng.

e |f you select the correct class and test but the wong data file, you
may receive a nunber of individual nmessages on each student whose SSN
does not appear in the class roster. These nessages could indicate that
you have selected the wong class or data file. |If you suspect this is
the case, click the Quit button to exit the scoring function

At the end of the scoring process, MCAIMS will allow you to print a series
of reports. Choose the Yes option to verify your test results. |[If you
suspect that you have selected the wong class, test, or data file, you can
clear test scores and restart the scoring process.

HI NT: Ensure that you select the correct data file to score because MCAlI M5
cannot nake this determination for you. |If you are unsure about the
contents of the data file, check it out under ScanTools Il software before
proceeding with the scoring function. Refer to Paragraph C. 3.3, Post-Scan
Actions, under Appendix C

HI NT: Before you begin scoring, ensure that the data file has not already
been scored if you wish the data to be treated as an original scoring.

O herwi se, the systeminvokes the Max Retest value. |[|f the test has

al ready been scored, select Clear Test Scores for a Class. The test data
will then be treated as an original scoring

7.6.1.1 ScanTools File - Acadeni c

This option allows you to score test data produced by ScanTools Il software
for an acadenic test.

When you score a test for all or just a few students, the systeminitiates
two cal cul ati ons:

e GPA for those students with a valid test score

e (Cass standings for everyone except those who have previously been
i ndi vidual |y dropped.

HINT: Results for non-academic tests are used for historical purposes
only. Results for academic tests (which are based on | earning objectives)
are used to conpute a student's GPA and class standing. However, sonetines
you may want to admi ni ster and score an acadenic test but prevent the test
score frominpacting the student's GPA and class standing. |n those
circunstances (e.g., when you adm nister prelininary or pop tests), you can
clear the test results (Paragraph 7.6.4).

e The test data produced in a scanning session may contain responses for
nmul ti ple versions of the sane test.

e The process for scoring test responses produced by a scanner takes into
consideration any test itens that nmay have previously been chall enged.

e Scoring test data that were previously scored as an acadenic test (i.e.,
a retest) invokes the Max Retest value. The value of the subsequent
test assigned at the Cass record or the student's actual score
(whi chever is lowest) will be recorded and retained along with al
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previ ous scores. However, only the retest score is used in conputing
GPAs/ O ass St andi ngs.

e |f you score test data for a test that has already been scored, the
system automatically i nvokes the Max Retest value for a retest.

e |If you wish to rescore test data that you want to function as the
original scores (i.e., not invoke the Max Retest value), you must first
choose the option Clear Test Scores for a d ass.

HINT: |If you are scoring a data file that you want to be treated as
original scores, ensure that no scores already exist for the test

record. |f scores exist, clear the existing scores (Paragraph 7.6.4) so
that the test data will then be treated as an original scoring.

O herwi se, the systemw |l invoke the Max Retest val ue established on
the cl ass record.

1. Fromthe Scoring drop-down nmenu (Figure 7-65), choose ScanTool s
File. Then choose Acadenic. The Processing Scanner Cutput from
Form No. 30423 dial og box (Figure 7-66) opens.

Processing Scanner Output from Form no. 30423 21xl
Class Status: IN SESSION MP TestiD: NiA
CrsfPY[Class: [mo2RMG43/2003100 =
TEST ID TEST TYPE TEST TITLE -]
191X SUBJECTIVE TECHNIQUES OF MILITARY INSTRUCTION
321X WRITTEN NBC/AVIVENG EXAMINATION |
0344X SUBJECTIVE COMBAT ORDERS FORMAT EXAMINATION
0359 X WRITTEN DEFENSE EXAMINATION
366X SUBJECTIVE TACTICAL DECISION MAKING EXAMINATION
398X WRITTEN OFFENSE EXAMINATION
I Il
Continue
Quit

Figure 7-66. Processing Scanner CQutput from Form No. 30423

2. Referring to Table 7-36, choose the class and test you wish to
score for the desired test.

Table 7-36. Processing Scanner Qutput from Form No. 30423

| TEM DESCRI PTI ON
Class Status Non-editable field depicting the status of the selected
cl ass.
Crs/ FY/ O ass Drop-down list fromwhich you may choose the desired
cl ass.
MP TestID Non-editable field depicting the nmultipart test ID (if

applicable) for the highlighted test. Note that each
conponent test of a nultipart test is scored separately.

Test ID Non-editable field depicting the test identifier of al
avai l abl e | ocked tests.

Test Type Non-editable field depicting the test type of the
corresponding test. |If a Scaled Credit test is selected,

the percentages applied to each answer will appear in the
| ower left corner of the dialog box (e.g., A=100% B=90%
C=80%) .

Test Title Non-editable field depicting the title of the
correspondi ng test.

3. Cdick on Continue. The Qpen File dialog box opens under the
Backups fol der of MCAIMS. Select the data file containing test
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responses for the class/test you wish to score. The system
perforns student and test version checks.

WARNI NG Ensure that you select the correct data file for the
class and test you have already sel ected. MCAI MS cannot deternine
if you select the wong file. |If you select the wong data file,
MCAI M5 coul d score the test responses against a test, with
potentially disastrous results for scores, class standings, and
GPAs. A nunber of nessages advising that a student is not in the
class (Figure 7-67) could indicate you have selected the wong data
file. If you suspect you have selected the wong data file, click
on the Quit button to exit the scoring function. No student
records will be erroneously scored.

a. If the system does not recognize an SSN for anyone in the test
data for this class, a nmessage so advises you and presents three
scenarios to you (Figure 7-67).

Student Not in Class : ﬂll

This student, ADAMS, 987654321, does not exist in
the class. Please hit Continue to fix the SSHN, Skip to
go to the next record, or Quit to stop.

T continue Skip Quit

Figure 7-67. Student Not in C ass

(1) If you wish to re-enter the SSN, click on Continue. The
Enter SSN for O ass dial og box (Figure 7-68) opens.

Enter SSN for Class 2002050 2] =]

SSN: 987654321

MAME: ADAMS
Check sheet for correct S5NM:

Enter Correct S5N: ||

Done |

Figure 7-68. Enter SSN for d ass

(a) Re-enter the correct SSN (with no spaces or dashes)
in the field.

(b) dick on Done. The systemresumes scoring.

(2) If a student response nistakenly appears in this data file
(e.g., bubble sheet scanned with the wong stack of answer
sheets), click on Skip. The student is not scored and the
system advances to the next data item (student) in the
file.
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(3) If you suspect you have selected the wong data file for
scoring, click on Quit. No student records are scored and
you receive a nessage so advising you. Cdick on K to
return to the Eval uati on Managenent w ndow.

b. If the systemidentifies a mssing or invalid test version, the

Invalid Version dialog box (Figure 7-69) opens so that you can
sel ect the correct version in the drop-down |ist.

Invalid ¥ersion ed

SS5N: 780780777
MNAME: TRAYIS

Select correct version: |3 j

Done |

Figure 7-69. Invalid Version

(1) Mke a selection in the drop-down |ist.

(2) dick on Done. The systemresunmes scoring.

4. After performng student and test version checks, the system begins
recordi ng responses fromthe ScanTools Downl oad File and conputing
scores. Then a neter bar displays the system progress in
calculating statistics, updating databases, and witing student
GPAs. Upon conpletion of this process, a nmessage inquires if you
Wi sh to run evaluation reports. Cick on Yes or No.

a. If you select Yes, the systempresents a series of reports
described in Table 7-37.
WARNI NG Run the reports to verify that you have scored the
correct data file against the class and test. |f you receive
unexpected results, you may need to clear the test scores and re-
score the test with the correct data file.
Table 7-37. Evaluation Reports
| TEM DESCRI PTI ON
Test I ncl udes nmean, nedi an, node, standard devi ation, nunber of
Statistics perfect scores, nunber tested, nunber passed and nunber
for Test ID |failed. Note that scores for retests will have | ower
statistics due to the Max Retest val ue.
Test I ncludes students listed by nanme, SSN, test version, and
Resul ts score.
Repor t
I ndi vi dual Li sts each test version scored and identifies the nunber and
Responses percent age of responses for each possible response (Ato E
Report and NR or no response) to a question. The correct answer
to each question is identified with an asterisk.
Absent ee Lists the students by name, SSN, rank, and pl atoon.
Repor t
Failure Lists the students by name, SSN, rank, platoon, test version
Report (if appropriate), and score.
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| TEM DESCRI PTI ON
Scanni ng I ncl udes the nunber of sheets scanned and t he nunber of
Error sheets successfully and unsuccessfully scanned. The report
Report includes the following two lists, by SSN and nane, if

appropriate: a list of students not assigned to the class
and a |list of students with duplicate records (i.e., sane
SSN). In each case, no scores were recorded for such

st udent s.

b. If you select No, the system produces only the Scanning Error
Report .

7.6.1.2 ScanTools File - Non-Acadenic

This option allows you to score test data produced by ScanTools Il software
for a non-acadenmic test. There is only one version of each non-acadenic

test.

1. Fromthe Scoring drop-down nmenu (Figure 7-65), choose ScanTool s

File.

Then choose Non- Acadenmic. The Processing Scanner Qutput

from Form No. 30423 dial og box (Figure 7-70) opens.

2x

Processing Scanner Output from Form no. 30423

Class Status: IN SESSION MP TestlD: Hin

CrsiFY/Class: (TP P I - |
TESTID _ [TEST TYPE TEST TITLE

Non-Academic  WRITING SKILLS EXAM REVIEW

i

Continue

Quit

Figure 7-70. Processing Scanner CQutput from Form No. 30423
2. Referring to Table 7-38, choose the class and test you wish to

score.

Table 7-38. Processing Scanner Qutput from Form No. 30423

| TEM

DESCRI PTI ON

Cl ass Status

Non-editable field depicting the status of the sel ected
cl ass.

Crs/ FY/ d ass

Drop-down |ist fromwhich you may choose the desired cl ass.

MP TestID The nultipart test identifier does not apply to a non-
academ c test.

Test ID Non-editable field depicting the test identifier of al
avai |l abl e | ocked non-academ c tests.

Test Type Non-editable field depicting the words Non-Academic. There are
no further delineations for this type test.

Test Title Non-editable field depicting the title of the correspondi ng

test.

3. dick on Continue. The Qpen File dialog box opens under the
Backups fol der of MCAIMS. Select the data file containing test
responses for the class/test you wish to score.

WARNI NG Ensure that you select the correct data file for the class
and test you have already selected. MCAIMS cannot determine if you

sel ect

Version 4.0

the wong file. |If you select the wong data file, MCAIMS
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could score the test responses against a test, with potentially

di sastrous results for scores. A nunber of nessages advising that a
student is not in the class (Figure 7-67) could indicate you have
sel ected the wong data file. |If you suspect you have sel ected the
wrong data file, click on the Quit button to exit the scoring
function. No student records will be erroneously scored.

4. If the system does not recognize an SSN for anyone in the test data
for this class, a nmessage so advises you and presents three
scenarios to you (Figure 7-71).

Student Not in Class 21|

This student, ADAMS, 987654321, does not exist in
the class. Please hit Continue to fix the S5H, Skip to
go to the next record, or Quit to stop.

" Continue Skip Quit

Figure 7-71. Student Not in C ass

a. If you click on Continue, the Enter SSN for Cl ass dial og box
opens (Figure 7-72).

Enter SSN for Class 2002050 2 =]

SSN: 987654321
MAME: ADAMS
Check sheet for correct S5N:

Enter Correct S5N: ||

Done |

Figure 7-72. Enter SSN for C ass

(1) Re-enter the correct SSN (with no spaces or dashes) in the
field.

(2) dick on Done. The systemresunmes scoring.

b. If a student response mistakenly appears in this data file
(e.g., bubble sheet scanned with the wong stack of answer
sheets), click on Skip. The student is not scored and the
system advances to the next data item (student) in the file.

c. |If you suspect you have selected the wong data file for
scoring, click on Quit. No student records are scored and you
recei ve a nessage so advising you. dick on OKto return to
t he Eval uati on Management w ndow.

5. After perform ng student checks, the system begins recording
responses fromthe ScanTools Downl oad File and conputing scores.
Then a meter bar displays the system progress in calcul ating
statistics and updati ng databases. Upon conpletion of this
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process, a nessage inquires if you wish to run evaluation reports.
dick on Yes or No.
a. |f you select Yes, the systempresents a series of reports
described in Table 7-39.
WARNING. Run the reports to verify that you have scored the
correct data file against the class and test. |If you receive
unexpected results, you nmay need to clear the test scores and re-
score the test with the correct data file.
Table 7-39. Eval uation Reports
| TEM DESCRI PTI ON
Test I ncl udes mean, nedi an, node, standard devi ation, nunber of
Statistics perfect scores, nunber tested, nunber passed and nunber
for Test ID |[failed. Note that scores for retests will have | ower
statistics due to the Max Retest val ue.
Test I ncludes students listed by nane, SSN, test version, and
Resul ts score
Report
I ndi vi dual Li sts each test version scored and identifies the nunber and
Responses percent age of responses for each possible response (Ato E
Report and NVR or no response) to a question. The correct answer
to each question is identified with an asterisk
Absent ee Li sts the students by name, SSN, rank, and pl atoon
Report
Failure Li sts the students by name, SSN, rank, platoon, test version
Report (if appropriate), and score.
Scanni ng I ncl udes the nunber of sheets scanned and t he nunber of
Error sheets successfully and unsuccessfully scanned. The report
Report includes the following two lists, by SSN and nane, if
appropriate: a list of students not assigned to the class
and a |list of students with duplicate records (i.e., sane
SSN). In each case, no scores were recorded for such
st udent s.
b. If you select No, the system produces only the Scanning Error
report.

7.6.1.3 ScanTools File -

Questionnaire

This option allows you to process responses to a questionnaire produced by

ScanTool s

sof t war e

e There is only one version of each questionnaire.

e (Questionnaires are not scored.
each item

for

1

From the Scoring drop-down nmenu (Figure 7-65),
File.

A report nerely sumari zes the responses

choose ScanTool s

Then choose Questionnaire. The Processing Scanner Qutput

from Form No. 30423 dial og box (Figure 7-73) opens.
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Class Status: IN SESSION

Processing Scanner Output from Form no. 30423

MP TestiD: NiA

Crs{FY[Class: |M02RMG4ru3rzuuazuu

&l

2x

[TESTID [TEST TYPE
Questionnaire
Questionnaire

[TEST TITLE -
POSTGRAD
END OF COURSE CRITUQE FOR THE BASIC OFFICER C{

ECCBOC

Continue

Quit

Processi ng Scanner Qutput from Form No. 30423

2. Referring to Table 7-40, select the desired questionnaire.

Tabl e 7-40.

Processi ng Scanner Qutput from Form No. 30423

| TEM

DESCRI PTI ON

Cl ass Status

Non-editable field depicting the status of the selected
cl ass.

Crs/ FY/ d ass

Drop-down list fromwhich you nmay choose the desired
cl ass.

MP TestID The multipart test identifier does not apply to a
guesti onnaire.

Test ID Non-editable field depicting the test identifier of al
avai |l abl e | ocked tests.

Test Type Non-editable field depicting the word questionnaire.
There are no further delineations for this type test.

Test Title Non-editable field depicting the title of the

correspondi ng questionnaire.

3. dick on Continue.
Backups fol der of MCAI MS
responses for the class/test you wish to score.

The Open File dialog box opens under the
Select the data file containing test
The system

Version 4.0 7-71

perforns student checks.

WARNI NG Ensure that you select the correct data file for the

cl ass and questionnaire you have already selected. MCAIMS cannot
determne if you select the wong file. If you select the wong
data file, MCAIMS could record those responses agai nst a
guestionnaire, with inaccurate statistical results. A nunber of
nessages advising that a student is not in the class could indicate
you have selected the wong data file. |If you suspect you have
selected the wong data file, click on the Quit button to exit the

scoring function. No student responses will be erroneously
recorded.

If the system does not recognize an SSN for anyone in the test data
for this class, a nessage so advi ses you and presents three
scenarios to you (Figure 7-74).
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Student Not in Class ; 21|

This student, ADAMS, 987654321, does not exist in
the class. Please hit Continue to fix the S5H, Skip to
go to the next record, or Quit to stop.

Continue | Skip Quit

Figure 7-74. Student Not in C ass

If you click on Continue, the Enter SSN for Class dial og box
(Figure 7-75) opens.

Enter SSN for Class 2002050 2 =]

SS5N: 987654321
MAME: ADAMS
Check sheet for correct S5N:

Enter Correct S5N: ||

Done |

Figure 7-75. Enter SSN for C ass

(1) Re-enter the correct SSN (with no spaces or dashes) in the
field.

(2) dick on Done. The systemresunmes recording.

If a student response mnistakenly appears in this data file
(e.g., bubble sheet scanned with the wong stack of answer
sheets), click on Skip. The student response is not recorded
and the system advances to the next data itemin the file.

I f you suspect you have selected the wong data file for
recording, click on Quit. No student records are scored and
you receive a nmessage so advising you. Click on K to return
to the Eval uation Managenent w ndow.

5. After perform ng student checks, the system begins processing
responses fromthe ScanTools Downl oad File. Then a neter bar
di spl ays the system progress in calculating statistics and updating
dat abases. Upon conpletion of this process, a nmessage inquires if
you wi sh to print reports.

a. |If you select Yes, the systempresents a series of reports
described in Table 7-41.
Table 7-41. Scanned Test Reports
| TEM DESCRI PTI ON

I ndi vi dual Identifies the nunber and percentage of responses for each
Responses possi bl e response (Ato E and NNR or no response) to a
Report quest i on.
Absent ee Lists the students by name, SSN, rank, and pl atoon.
Repor t

Version 4.0
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| TEM DESCRI PTI ON
Scanni ng I ncl udes the nunber of sheets scanned and t he nunber of
Error sheets successfully and unsuccessfully scanned. The report
Report includes the following two lists, by SSN and nane, if

appropriate: a list of students not assigned to the class
and a |list of students with duplicate records (i.e., sane

SSN). In each case, no scores were recorded for such
st udent s.
b. If you select No, the system produces only the Scanning Error
report.

7.6.2 Manual Entry

This command all ows you to score tests, rescore tests, or to score retests.
In addition, you nmay al so enter scoring infornmation manually in two basic
ways: (1) enter information by student responses for academ c and non-
acadenmi c tests, questionnaires, and PFTs or (2) enter infornation by
student grades for academic tests. 1In the first instance, MCAI M
autonmatically scores the responses and cal cul ates the student's grade. In
t he second instance, MCAIMS autonmatically calculates the student's grade
based on the score or percentage right.

The scoring nmethod and the way information is entered affect the type
of test (academi c, non-academ c, questionnaire, PFT) that may be sel ected.
The type of test selected affects the type of class records you nmay access.
For exanpl e, you can score acadenic tests only for classes in session

The parts of a nultipart test are administered and scored separately.
However, a grade for the nultipart test is not calculated until all parts
of the test have been scored. A grade for the nultiple part test is
conput ed (based on the weights assigned to each part). Only the fina
grade for the entire test is used to update GPAs and class standings. Note
that you nay print out the Inventory Report to view student scores for each
part of the nmultipart test. Refer to Paragraphs 7.7.11 or 8.3.3.11 (the
Academi c tab of the Student nodul e).

When you nmanual ly enter scores for all or selected students, the system
initiates two cal cul ati ons:

e GPA for everyone who neets the criteria for scoring/rescoring or
retesting, based on scoring nethod.

e (Cass standings for everyone except those who have previously been
i ndi vidual 'y dropped.

Al t hough the results of academic tests are used to conpute a student's
GPA and cl ass standing, the results of non-acadenic tests are used for
hi storical purposes only. Sonetines you nay wi sh to administer and score
an academnmic test but not use the test scores in such conputations. |f you
wi sh to prevent certain test scores frominpacting the student's GPA and
class standing (e.g., when you adninister prelinmnary or pop tests to gauge
student know edge | evel or preparation), you nust clear the test results
(Paragraph 7.6.4).

HINT: Be sure that you clear any tests that you do not want to be included
in computing a student's GPA and cl ass standing. Oherw se, |ater, when
you admi nister the actual acadenmic test or PFT that you want to be used in
conputing student grades, the systemw || treat the second test as a retest
and apply the nmaxi numretest val ue.
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Note that after you enter student responses for acadenic tests,
acadenmi c tests, and PFTs, the system pronpts you to print out a set of

eval uation reports. This set of reports consists of test

statistics,

non-

t est

results, individual responses report, absentee report, and failure report
for the test just scored. The reports you receive for a questionnaire are
I ndi vi dual Responses and Absentee Report. The reports you receive for

entering student grades for acadenic tests are identica

to those for

entering student responses for acadenic tests. You may also print these
reports individually under the Reports nenu option (Paragraph 7.7).

1. Fromthe Scoring drop-down nenu (Figure 7-65), choose Manua

The Scoring Information dialog box (Figure 7-76)
Scoring Information g ﬂﬂ
Scoring Method Enter Information By Test Type
& Acadethic

* Score Test -

* Student(s) Responses @ DT
" Rescore Test
 Retest " Student(s) Grades " Questionnaire

a3 " PFT
Class List TestID
CLASSID/FY |CLASS STATUS | [o321x | —
200300303 |In Session
200310003 |In Session
200320003  In Session Exit
200330003 |In Session -
Multiple Part TestiD: Test Type: WRITTEN

Test Title: NBC/AVIENG EXAMINATION

opens.

Figure 7-76. Scoring Information

Entry.

2. Referring to Table 7-42 for an explanation of the data fields,

choose the desired options.

Table 7-42. Scoring Information

| TEM | DESCRI PTI ON

Scori ng Met hod

Score Test Select this radio button to enter origina

test. Wen this button is selected, you
information in two basic ways: (1) enter

type test.

responses for any type of test (acadenic
qguestionnaire, PFT) or (2) enter scores for an acadenic

can enter
st udent

scores for a

non- acadeni c,

Rescore Test Select this radio button to change scores for a test.

academ c type test.

When this button is selected, you can enter
in two basic ways: (1) enter student responses for
acadenm c tests or PFTs or (2) enter scores for an

i nformation

Ret est Select this radio button to enter retest
retai ned and the student receives either

Cl ass record (whichever score is |ower).

scores for

test. Previous failure scores for the sane test are

t he act ual

When this

button is selected, you can enter infornation in two
basi ¢ ways: (1) enter student responses for acadenic
tests or PFTs or (2) enter scores for an academ c type

a

retest score or the max retest val ue established on the

test.
Enter I nfornmation By
St udent (s) Select this radio button to enter information by student
Responses responses. Note that you can use any scoring nethod,
which will deternmine the test type you can sel ect.
St udent (s) Select this radio button to enter information by student
Gr ades grades. Note that you can use any scoring nethod, but

only for an academ c test type.
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| TEM DESCRI PTI ON
Test Type
Academ c Select this radio button if you wish to enter student

responses or scores for the foll owi ng academ c tests:
witten, nmastery/non-nastery, or scaled credit. Only
classes with a status of In Session are available to
score, rescore, or retest.

Non- Academn ¢

Select this radio button if you wish to enter student
responses for a non-acadenmic test (e.g., a pretest).
Classes with a status of Pending or In Session are
avail able to score

Questionnaire

Select this radio button if you wish to enter student
responses for a questionnaire (e.g., a class or

i nstructor evaluation). Casses with a status of
Pendi ng, I n Session, G aduated, or BNA Upl oaded are
avail able to score

PFT Select this radio button if you wish to enter student
responses for a PFT. Only classes with a status of In
Session are available to score, rescore, or retest.

Cl ass List

d assl D FY Non-editable field depicting the identifier and fisca

classes inthe list. The list of classes is
dynam ¢, depending on the test type. Only classes with a
status of In Session are avail able for acadenic test and
PFTs. (Nanmes of those students who have been dropped or
previously graduated will not appear.) Classes with a
status of Pending or In Session are available for non-
academ c tests. Casses with a status of Pending, In
Session, Graduated, or BNA Upl oaded are avail able for
guesti onnai res.

year for

Cl ass Status

Non-editable field depicting the status of the
correspondi ng cl ass.

Test ID

Drop-down |ist box from which you may choose a test by
identifier fromthe list of tests assigned to the class.
The choices in this box are limted by the test type you
chose above: academic test, non-acadenic test,
guestionnaire, or PFT.

Mul tiple Part

Non-editable field depicting the identifier for a

Test ID multiple part test.

Test Title Non-editable field depicting the title of the selected
test.

Test Type Non-editable field depicting the test type (witten,

mastery/ non-nastery, scaled credit, non-academc
guestionnaire, PFT) for the selected test.

3. Choose how you plan to enter scoring information and refer to the

appropriate procedures.
scenari os based on the choices you nake.

Note that there are el even possible
The procedures are

grouped according to the dial og boxes that open

e« To enter

e To enter

7.6.2.1 Manua

i nfornmati on by student
acadenm c tests,

i nformati on for

responses for acadenic tests,
refer to Paragraph 7.6.2.1.

non-
or questionnaires,

PFT scores, refer to Paragraph 7.6. 2. 2.

Entry - Enter Information by Student Responses

This option allows you to enter

acadenmi c tests,

i nclude written,
be entered by grade).

Version 4.0

i nfornmati on by student
non- academ c tests, or questionnaires. Acadenic test types
mastery, and scaled credit (but not subjective, which nust
Refer to Paragraph 7.6.2.2 for entering scores for

responses for
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PFTs, which are assigned an academ c val ue once the PFT score is recorded.
Note that MCAIMS autonmatically recal cul ates the GPA and cl ass standing
after scoring a test.

This option enconpasses the foll ow ng scenari os:

e Score a Test, Enter Information by Student Responses, and Test Type

Acadeni ¢

e Score a Test, and Test Type Non-

Acadeni ¢

Enter Information by Student Responses,

e Score a Test, Enter Information by Student Responses, and Test Type

Questionnaire

e Rescore a Test, Enter Information by Student Responses, and Test Type

Acadeni ¢

e Retest a Test, Enter Information by Student Responses, and Test Type

Acadeni ¢

1. Fromthe Scoring Information dialog box (Figure 7-77), choose the
desired scoring nmethod (Score Test, Rescore Test, or Retest).
Choose to enter information by student responses.

or questionnaires under

Choose academ c tests, non-acadenm c tests,

Test Type.
4. dick on Continue. The Select for Class selection |ist box (Figure
7-77) opens. Note that the dialog box is the sane for each scoring

nmet hod chosen, but the list of students in the |ist box depends on
t he met hod chosen.

e |If Score Test is chosen, the list contains only those students who have
not previously taken the selected test.

» |f Rescore Test is chosen, the list contains students who have
previously taken the selected test, regardl ess of score earned.
applies only to an academ c test type.

Thi s

e |f Retest is chosen, the list contains students who have previously
taken the selected test and failed it. This applies only to an acadenic
test type.

Select for Class 3999

Enter Information for:

& Al Records
" Multiple Selected Records

by Specific Platoon Code

Platoon Code:

Test ID: 10142003

Score: NO SCORE

SSH

RANK |~

NAME
HADLEY, BENJAMIN S

EATAFAFAF)

PFC

|HENRY, MARTIN R

555555555

Pt

|JOHNSON, JOHN P

222232272

Pt

JOHNSTON, MICHAEL .J

JONES, JOSHUA
JONESY, BRYANT C

939399909
444444444
414141414

LCpl
Put

PrC |

Continue

Sort By SSN

i

LANGE, JOHN T

171717171

Pyt

OWENSBURG, SHAWN C

666666666

Pt

PERTERSONS, GREG A

141414141

PIC

PETERS, WILLIAM J

313131313

Pt

SMITH, DAMON E

333333333

Pt

Quit SMITH, JOSEPHE 212121212 |PFC =
Figure 7-77. Select for dass
5. Referring to Table 7-43 for an explanation of the data fields, nake
t he appropriate choices.
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Tabl e 7-43. Select for Cl ass

| TEM | DESCRI PTI ON
Enter Information for:
Al'l Records This option allows you to choose all records in the |ist

of students to the right. Note that the list itself is
dynam ¢ and reflects the scoring nethod chosen in the
previ ous dial og box and the number of students neeting
the criteria. For exanple, if you selected retest, the
student records appearing in the list (if any) should be
smal | as conpared to the student records appearing in the
list if you selected rescore.

Mul tiple This option allows you to choose specific records in the

Sel ect ed list of students. |If you choose this option, double-

Recor ds click on the desired student record(s) in the list box to
the right.

by Specific This option allows you to choose all records of students

Pl at oon Code in a specific platoon for the selected class. |If you

choose this option, choose the desired platoon code in
the drop-down list to the right.

Pl at oon Code A drop-down list for you to choose the desired platoon
code.

Test ID Non-editable field displaying the test identifier for the
sel ected test.

Scor e Non-editable field displaying the test score for the
hi ghli ghted student. For an original test, the field
reflects "no score". For a rescore or retest, the field

di splays the actual score. Note that the score will be
adjusted automatically for challenged test itens on a
test administered previously to a class of students.

(Untitled) Li st box displaying a Ilist of students by the student's
nane, SSN, rank, and platoon code. Use your arrow keys
to view all the information in each colum of the table.

6. Cdick on Continue.

a. |If rescore test is chosen for students whose scores were
originally entered by grade, a nessage so advises you. dick
on K. The systemallows you to continue rescoring the test by
responses or to skip the record, return to the previous dial og
box, and rescore by entering the student grade.

b. In all other scenarios, the Enter Answers for Test dial og box
(Figure 7-78) opens. This dialog box allows you to enter the
response to each test item student by student. Note that if
you are working with a large class, you can advance to the
previous or next set of 30 questions (if they exist) by
clicking on Prev 30 or Next 30.

Name: DAY, ANDREW

SSN: 123456789 version: [TY -

4

(sReRisRieReRoRoNeNeNoN- |
OOOOOOOOOO:
00000000000
Wl el el el @ @ e el el e Ll

00000000008
=

»

1

s

&

o

AT BFC
21. ®
22. ®
23. @
24. @
25. @
26. @
27. ®
28. @
29. ®
30. ®

amm,.,,,._u,,\,_
909900z
R
N000000000
D000000000
ND0O00000000 0
NNDJ00000000m
OROROROROROROROROROR=
N000000000
0000000000
NO0O0000ND0O000®
DO0O000D000O0m
D00D0000000 %

|
Figure 7-78. Enter Answers for Test

[=}
5

‘ Prev 30 | ‘ Next 30 | ‘ Skip Student | [ save
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7. Referring to Table 7-44 for an explanation of the data fields,
choose the test version and enter the response to each test item

Table 7-44. Enter Answers for Test

| TEM DESCRI PTI ON

Nane Non-edi tabl e field displaying the name of the current
st udent .

SSN Non-editabl e field displaying the SSN of the current
st udent .

Ver si on Dr op- down box from which you nay sel ect the appropriate
test version of an academic test to be scored. The test
versi on may be changed for each student scored.

Untitled For a scaled test, the percentages for each grade is
given in the upper right corner. For any other type
test, the corner is blank.

Al phabeti cal Tabl e colums (A-E, NR) represent test itemresponses;

col ums and
nunerical rows

rows (1-300) represent the test itemnunber. dick on a
radi o button in the appropriate columm for each enabl ed
rowto enter a response to a test item Note that MCAIMS
i ndicates true-false tests with a "T" beside colum A and
an "F" beside colum B.

8. Cick on the appropriate comand button

a. |If you click on Skip Student, a message confirns that you w sh
to skip this record. dick on OK. MCAI M5 advances to the next
student record w thout maki ng any changes to the current one.

b. If you click on Save, the systemresponse is conditional

(1)

If this is an acadenic test, a nessage appears with the
student's nane, SSN, and score for you to confirm Cick
on OK. MCAIMS advances to the next student record after
maki ng changes to the current one. |If this is a retest,
the systemcal cul ates the maxi mumretest value. dick on
Yes if the information is correct. MCAIMS advances to the
next record in the roster.

After saving the | ast student record in the roster, MCAINMS
cal cul ates the GPA for each student scored. Upon
conpletion of this process, a nessage inquires if you want
to run evaluation reports. |f you click on Yes, the
system presents the five-part set of evaluation reports
described in Table 7-45.

Tabl e 7-45. Eval uation Reports

| TEM DESCRI PTI ON
Test I ncl udes nean, nedi an, node, standard devi ati on, nunber
Statistics for |of perfect scores, nunber tested, nunber passed, and
Test ID nunber failed. Note that scores for retests will have

| ower statistics due to the Max Retest value. A |egend
is also included on the page.

Test Results
Report

Li sts the students by nane, SSN, test version (if
appropriate), and score. Note that retest scores will be
so noted. There is no report for a questionnaire.

I ndi vi dual Li sts each test version scored and identifies the nunber

Responses and percentage of responses for each possible response (A

Report to E and NNR or no response) to a question. The correct
answer to each question is identified with an asterisk
(unless the report is for a Questionnaire).

Absent ee Li sts the students by nane, SSN, rank, and pl atoon

Report

Version 4.0
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| TEM DESCRI PTI ON
Failure Report |Lists the students by nane, SSN, rank, platoon, test
version (if appropriate), and score. There is no report
for a questionnaire.

(2) If this is a non-acadenic test, a nessage appears with the
student's nane, SSN, and score for you to confirm Cick
on OK. MCAIMS advances to the next student record after
maki ng changes to the current one. After saving the |ast
student record in the roster, a nmessage inquires if you
want to run evaluation reports. |If you click on Yes, the
system presents the five-part set of evaluation reports
described in Table 7-48.

(3) If this is a questionnaire, MCAIMS advances to the next
student record after nmaking changes to the current one.
After saving the | ast student record in the roster, a
nmessage inquires if you want to run eval uation reports.
If you click on Yes, the systempresents a set of two
eval uation reports. Note that for questionnaires, the
reports consist of only the Individual Responses Report
and the Absentee Report.

c. |If you click on Quit, the meter bar depicts the system
processing GPAs for the records changed. Then a nessage
inquires if you want to run evaluation reports. If you click

on Yes, the systempresents the set of evaluation reports
described in Table 7-48.

7.6.2.2 Manual Entry - Enter PFT Score

This sel ection describes how to enter infornation by student responses for
PFTs. As each student's performance is recorded, an acadenic value is
assigned to the cal cul ated PFT score. Acadenic values are determ ned by

t he m ni mum passi ng scores entered through the PFT Grade Table Editor and
by the Max Retest val ue assigned on the Cass record. Note that MCAI M
automatically recal cul ates the GPA and cl ass standing after scoring a PFT.

This option enconpasses the foll ow ng scenari os:
e Score a Test, Enter Information by Student Responses, and Test Type PFT

e Rescore a Test, Enter Information by Student Responses, and Test Type
PFT

e Retest a Test, Enter Information by Student Responses, and Test Type PFT

1. Fromthe Scoring Information dialog box (Figure 7-76), choose the
desired scoring nethod.

Choose to enter information by student responses.
Choose PFT under Test Type.

Adick on Continue. The Select for Cass selection |ist box (Figure
7-79) opens. Note that the dialog box is the sane for each scoring
nmet hod chosen, but the list of students in the |ist box depends on
t he met hod chosen.

e |If Score Test is chosen, the list contains only those students who have
not previously taken the selected test.
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» |If Rescore Test is chosen, the list contains students who have
previously taken the selected test, regardl ess of score earned. Note
that the procedures for this scoring nethod are identical to those for

an ori gi nal

e |f Retest

Sscore.

is chosen, the list contains students who have previously
taken the selected test and failed it.

Note that the procedures for

this scoring method are identical to those for an original score.

Select for Class 3999 i B
ERtegiiomntiealir Test ID: 10022003 Score: NO SCORE
& All Records
NAME SSH RANK [~
 Multiple Selected Records [ADAMSON, ANTHONY D 151515151 [PFC
CUMMINGS, KENYON 1 161616161 |LCpl
€ by Specific Platoon Cole DAVIDSON, DANIEL D 121212121 Pt |
FORD, MICHEAL D 616161616 |PFC
DTS GILLESPIEMAN, LUKE T 777777777 [PFC
HADLEY, BENJAMIN S 717171717 |PFC
HENRY, MARTIN R 555555553 [Pyt
Continue | JOHNSON, JOHN P 222222272 |Pwt
JOHNSTON, MICHAEL J 999999999 |LCpl
e | JONES, JOSHUA 444444444 Put
JONESY, BRYANT C 414131414 |PFC
; LANGE, JOHN T P17 Pyt
Quit
Figure 7-79. Select for dass

5. Referring to Table 7-46 for an explanation of the data fields, make
t he appropriate choices.

Table 7-46. Select for O ass
| TEM DESCRI PTI ON
Al'l Records This option allows you to choose all records in the |ist
of students to the right. Note that the list itself is
dynam ¢ and reflects the scoring nethod chosen in the
previ ous dial og box and the records of students neeting
the criteria (i.e., score test, rescore test, or retest).
For exanple, if you selected retest, the student records
appearing in the list (if any) should be snmall as
conpared to the student records appearing in the list if
you sel ected rescore
Mul tiple This option allows you to choose specific records in the
Sel ect ed list of students. |If you choose this option, double-
Recor ds click on the desired student record(s) in the Iist box to
the right.
by Specific This option allows you to choose all records of students

Pl at oon Code

in a specific platoon for the selected class. |If you
choose this option, choose the desired platoon code in
the drop-down list to the right.

Pl at oon Code

A drop-down list for you to choose the desired platoon
code.

Test ID Non-editable field displaying the test identifier for the
sel ected test.

Score Non-editable field displaying the test score for the
hi ghli ghted student. For an original test, the field
reflects "no score". For a rescore or retest, the field
di spl ays the actual score.

(Untitled) Li st box displaying a Ilist of students by the student's

nane, SSN, rank, and platoon code. Use your arrow keys
to view all the information in each columm of the table.

6. Cick on Continue.

The PFT Date & Adninistrator dialog box (Figure

7-80) opens.

Version 4.0
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PFT Date & Administrator i b

Date: | 200309/24

Administrator; I SHAW

Continue | Default | Quit

Figure 7-80. PFT Date & Adm nistrator

a. |If you wish to viewthe default scores or adjust themfor a
high altitude site, click on Default. The PFT Default dial og
box (Figure 7-81) opens.

Age Groups: 17-26 2739  40-45 A6-Over

Site: Male Pullup Minimum: 3 3 3 3
I High Altitude Site | Female Arm Hang Minimum: 15 15 15 15
MalefFemale Crunches Minimum: 50 45 45 40

Male Run Minimum: 28:00 29:00  30:00 33:00
Female Run Minimum: 31:00 32:00  33:00 36:00

Minimum Passing Score Total: 135 110 88 65

——— Sl
Figure 7-81. PFT Default
b. If you wish to adjust the default scores, click the checkbox in

the Site field and click on Save. Qherwi se, click on Exit wo
Save to return to the PFT Date & Admi nistrator dial og box.

7. Enter the name of the Admi nistrator (up to 24 al phanuneric
characters) and click on Continue. The Enter PFT Scores for Course
di al og box (Figure 7-82) opens. This dialog box allows you to
enter the response for each test item category under PFT
I nformation, student by student. |If this is not an original score,
the dialog box will reflect that this is a rescore or retest in the
right corner beneath PFT Information.

HI NT: Note that the cursor is positioned at the Pull ups/Arm Hang
field under PFT Information. After entering data in that field,
tab to the Crunches input field and then to the Run Tinme input
field. You may tab to the Coments field if you so desire.

Enter PFT Scores for Course: MOZRMG4 FY/Class: 2003300 _H; i |
Name: BROWN, ANDREVY SSN: 056456123 Age:26  Male
PFT Misc
" Partial Waiver I Medical Waiver [~ RNT (Required Not Taken)
£ Pullup/Arm Hang " Crunches £ Run Waiver Date: | 2003/09/24
Comments: j

PFT Information
Pullups: (29 Crunches:| qpp Run: 22:1:‘] PFT Score: 200 Grade: 69.4845

PFT Class:Fail BNT {Required Not Taken)

PFT Date:l 20030924 Administrator: SHAW
Save I Done | Skip |

Figure 7-82. Enter PFT Scores for Course

Version 4.0 7-81 9/ 24/ 03



MCAI M5 32 USER S NMANUAL

8. Referring to Table 7-47 for an explanation of the data fields,

enter the PFT scores for the course.
Table 7-47. Enter PFT Scores for Course
| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Untitled Narme, SSN, age, and gender across the top of each record.
PFT M sc
Partial Waiver [Cick this checkbox if the PFT taken on this date has a
partial waiver. You must click on the radio button bel ow
to designate which test is waived: Pullup/Arm Hang,
Si tup/ Crunch, or Run.
Medi cal Waiver [Cick this checkbox if the PFT taken on this date has a

nmedi cal waiver. The radio buttons below will be

di sabl ed.

RNT (Required

Cick this checkbox if the required PFT was not taken.

Not Taken) The radi o buttons below will be disabled and the PFT
Cl ass status beneath PFT Information will display
"Fai |l / RNT".

Pul [ ups/ Arm Cick this radio button if the partial waiver applies to

Hang this test.

Si t up/ Crunch Cick this radio button if the partial waiver applies to
this test.

Run Cick this radio button if the partial waiver applies to
this test.

Wai ver Date Non-editable field displaying the date that the waiver is
docunent ed.

Conment s If the student has a waiver or failed the Up to 64,000

PFT based on performance, you nust enter
explanation in this field. You may al so
enter commrents for other reasons.

an | al phanuneric

characters

PFT | nfornmati on

Pul | ups Dynamc title for number of pullups (nales) Up to 2
or arm hangs (femal e). nuneric
characters
Crunches Nurmber of crunches. Up to 2
numeri c
characters
Run Tinme in mnutes and seconds. 18: 00
PFT Score Non-editabl e field displaying the PFT score.
Grade Non-editabl e field displaying the PFT grade
PFT d ass Non-editabl e field displaying the PFT class (1st, 2nd, or
3rd class performance, the type of waiver granted, or RNT
status).
PFT Date Non-edi tabl e field displaying the PFT date.

Adm ni strator

Non-editabl e field displaying the name of the PFT
Adni ni strator.

9. dick on the appropriate conmand button

a. Click on Save.
score.
classification,
system cal cul ates the nmaxi numretest val ue.
is incorrect,
If the information is correct,

S MCAI M5 assi gns an academ ¢ grade to each PFT
A nessage box appears for you to confirmthe score,

and grade. Note that if this is a retest, the
If the information
click on No to return to the previous dial og box.
click on Yes. The system

response is conditional, depending on whether the student
passed the PFT.

(1)

Version 4.0

If the student passed the PFT, the system updates the PFT
score and advances to the next student record in the
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roster. After saving the | ast student record in the
roster, a neter bar depicts the calculation of GPAs for
each student scored. Upon conpletion of this process, a
message inquires if you want to run eval uation reports.
If you click on Yes, the systempresents a set of four
eval uation reports described in Table 7-48.

Tabl e 7-48. Eval uation Reports

| TEM DESCRI PTI ON
Test I ncl udes nean, nedi an, node, standard devi ati on, nunber of
Statistics perfect scores, nunber tested, nunber passed, and nunber
for Test ID failed. Note that scores for retests will have | owner

statistics due to the Max Retest value. A legend is also
i ncluded on the page.

Test Results Lists the students by name, SSN, and score. Note that
Report retest scores will be annotated, with the Max Retest val ue
for the class stated. Personnel with nedical waivers are
annotated, and their scores are not calculated into the

cl ass GPA.
Absent ee Li sts the students by name, SSN, rank, and pl atoon
Report
Failure Li sts the students by name, SSN, rank, platoon, and score
Report

(2) If the student did not pass the PFT, you receive a nessage
so advi sing you and presenting various options. Cick on
K. The systemdefaults to the Corments field. Enter an
explanation for the failure or waiver. Then, referring to
Table 7-47, click on the appropriate checkbox under the
PFT Msc field if a waiver is applicable. dick on Save
A nessage box appears confirm ng your score,
classification, and grade. Note that a waiver does not
al l ow PFT performance to affect the student's GPA. The
system updates the PFT score and advances to the next
student record in the roster. After saving the |ast
student record in the roster, a meter bar depicts the
cal cul ation of GPAs for each student record scored. Upon
conpletion of this process, a nessage inquires if you want
to run evaluation reports. |If you click on Yes, the
system presents a set of four evaluation reports described
in Table 7-48.

b. If you click on Skip, a message confirms your wish to skip this
record. dick on Yes. MCAIM5 advances to the next student
record in the roster w thout maki ng any changes to the current
student record.

c. |If you click on Done, the meter bar depicts the system
processi ng GPAs of previously saved records. Then anot her
nmessage inquires if you want to run evaluation reports. |If you
click on Yes, the systempresents a set of four evaluation
reports described in Table 7-48. O herwi se, the system
returns you to the Scoring Information dialog box (Figure 7-
76) .

7.6.2.3 Munual Entry - Enter Student Grades

This sel ection describes how to enter informati on by student grades. This
selection allows you to enter grades for only Academ c test types.
Academ c test types include witten, subjective, nmastery, and scal ed
credit. Note that MCAIMS automatically recal cul ates the GPA and cl ass
standi ng after scoring a test by student grades.
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This option enconpasses the foll ow ng scenari os:
e Score a Test, Enter Information by Grade, and Test Type Acadenic
e Rescore a Test, Enter Information by Grade, and Test Type Academ c
e Retest a Test, Enter Information by Grade, and Test Type Acadenic

1. Fromthe Scoring Information dialog box (Figure 7-76), choose the
desired scoring nethod.

2. Choose to enter student information by student grades. The system
defaults to the academi c Test Type.

3. Cick on Continue. The Select for Class selection |ist box (Figure
7-83) opens. The dialog box is the sane for each scoring method
chosen, but the list of students changes.

e |If Score Test is chosen, the list contains only those students who have
not previously taken the selected test.

e |If Rescore Test is chosen, the list contains students who have
previously taken the selected test, regardl ess of score earned.

e |f Retest is chosen, the list contains only those students who have
previously taken the selected test and failed it. Note that the sane
test or an alternate version of the same test may have been
admi ni st er ed.

Select for Class 3999 i B
Enterinormationfor Test ID: 10022003 Score: NO SCORE
& Al Records
NAME SSH RANK [ =
 Multiple Selected Records ADAMSON, ANTHONY D 151515151 |PFC
CUMMINGS, KENYON M 161616161 |LCpl
" by Specific Platoon Code DAVIDSON, DANIEL D 121212121 |Pwt
O TTIERTO orR j FORD, MICHEAL D 616161616 |PFC L
. GILLESPIEMAN, LUKE T 777777777 |PFC
HADLEY, BENJAMIN S 17171717 |PFC
HENRY, MARTIN R 595559555 |Pwt
Continue | JOHNSON, JOHN P 222222272 |Pwt
JOHNSTON, MICHAEL J 999999999 |L Cpl
Sort By SSN | JONES, JOSHUA 444444444 [Pt
JONESY, BRYANT C 414141414 |PFC
Quit LANGE, JOHN T 171717171 |Pwt

Figure 7-83. Select for dass

4. Referring to Table 7-49 for an explanation of the data fields, nmke
t he appropriate choices.

Tabl e 7-49. Select for Cl ass

| TEM | DESCRI PTI ON
Enter Information for:
Al'l Records This option allows you to choose all records in the |ist

of students to the right. Note that the list itself is
dynam ¢ and reflects the scoring nethod chosen in the
previ ous dial og box and the number of students neeting
the criteria. For exanple, if you selected retest, the
student records appearing in the list (if any) should be

smal | in conparison to the student records appearing for
an original score
Mul tiple This option allows you to choose specific records in the
Sel ect ed list of students. |If you choose this option, double-
Recor ds click on the desired student record(s) in the list box to
the right.
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| TEM

DESCRI PTI ON

by Specific
Pl at oon Code

This option allows you to choose all records of students
in a specific platoon for the selected class. |If you
choose this option, choose the desired platoon code in
the drop-down list to the right.

Pl at oon Code

A drop-down list for you to choose the desired platoon
code.

Test ID

Non-editable field displaying the test identifier for the

sel ected test.

Scor e

Non-editable field displaying the test score for the

hi ghli ghted student. For an original test, the field
reflects "no score". For a rescore or retest, the field
di spl ays the actual score.

(Untitled)

Li st box displaying a Ilist of students by the student's
nane, SSN, rank, and platoon code. Use your arrow keys
to view all the information in each colum of the table.

5.

a. |If

(Figure 7-84) opens.

gr

| f

(simlar to Figure 7-84) opens.
edit the grades for the selected test,

dick on Continue.

The systemresponse i s conditional

you chose score test, the Enter G ades for Test dial og box
This dialog box allows you to enter the

ades for the selected test, student by student.

2x

VERSION [
N/A
NiA
N/A
N/A

Enter Grades for Test 10022003

RANK [PLT CODE [«
PFC_ 3056
Pvt (3060
Pvt  [3062
PFC  [3056
Pvt 3056
Pvt (3058
PFC (3062
Pwt  [3062
3062
3060
3057

NAME

JONESY, BRYANT
LANGE, JOHN
OWENSBURG, SHAWN
PERTERSONS, GREG
PETERS, WILLIAM
SMITH, DAMON
SMITH, JOSEPH
SMITHBURG, CHARLES
TUCKER, JERRY
WILLIAMS, PAUL
WILSONBURG, GARY

SSN

414141414
171717171
66666666
141414141
313131313
333333333
212121212
515151515
131313131
111111111
BOGOaBEGE

SCORE %

NO SCORE
NO SCORE
NO SCORE
NO SCORE
NO SCORE [N/A
NO SCORE [N/A

NO SCORE N/A

NO SCORE [N/A

NO SCORE
NO SCORE
NO SCORE

N/A
NiA
NiA

Put
PFC
Pyt

Default ¥ersion: |MA j
Clear Score

Grades for Test

the Enter Grades for Test dial og box
This dialog box allows you to
student by student.

Save | Quit |

Fi gure 7-84.
you chose rescore test,

Ent er

If you chose retest and there are no students who have fail ed
the test,
this option.
Test dialog box (simlar to Figure 7-84) opens.

you recei ve a nessage that you cannot continue with
Cick on K. Oherwi se, the Enter Grades for
Thi s di al og

box allows you to enter the grades for the selected test,

st
Ref er

proceed to Step a,

udent by student.

ring to Table 7-50 for an explanation of the data fields,
b, or ¢, depending on the scoring nethod

sel ect ed.

Table 7-50. Enter Grades for Test

| TEM

DESCRI PTI ON

Nane

Non-editabl e field displaying the name of each student in the

sel ected cl ass.

SSN

Non-editabl e field displaying the SSN of the corresponding
st udent .

Rank

Non-editabl e field displaying the rank of the correspondi ng
st udent .

PLT Code

Non-editable field displaying the PLT code (if available) of
t he correspondi ng student.
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| TEM DESCRI PTI ON
Score % Place to enter or change the test score for the corresponding
student. Enter up to 3 nunerals to the left of the decinal

4 to the right Note that for a retest, you cannot enter

hi gher than the maxi mumretest score (which is often 80%.

Ver si on Non-editable field displaying the test version taken by the
correspondi ng student. Data appearing in this field can be
corrected in the drop-down |ist bel ow

Def aul t Drop-down list fromwhich you nay sel ect the correct version

Ver si on of the test taken by each student in this list.

a. To score a test:

(1) Double-click on the Score %field to select it.

(2) Enter the test grades for each student (e.g., 88.0000).

(3) Press the [Enter] key to exit the field.

(4) Use the up-and-down arrow keys to nmove from student to
st udent .

(5) dick on dear Score if you need to correct the score for
the highlighted record. |If a student has not taken the
test, this option nust be selected to prevent the student
fromreceiving a zero value. Wen this option is
sel ected, the value of NO SCORE will appear as the
student's grade.

(6) dick on Save. The neter bar depicts the system
processing GPAs for the records changed. Then a nessage
inquires if you want to run evaluation reports. |If you
click on Yes, the systempresents the set of evaluation
reports described in Table 7-48. If you click on No,
MCAI M5 returns you to the Scoring Information dial og box
(Figure 7-76).

b. To rescore a test:

Version 4.0

(1) Double-click on the Score %field to select it. Note that
all of the scores fromthe previous test are reflected in
this field. |If the test had originally been scored by
entering responses, a nessage states that all responses
will be cleared for the student if you continue. Cick on
Yes to continue.

(2) Edit the test scores for each student (e.g., 88.0000).

HI NT: Suppose that a test previously scored by responses for
ot her students has challenged test itens. Note that the grade
entered for the students selected with this option will NOT be
adjusted for previously challenged test itens. Before choosing
this option, be sure to accommpdate previously chall enged test
itenms in manual ly conputing a score.

(3) Press the [Enter] key to exit the field. Note that the
Clear Score button is not enabl ed.

(4) Use the up-and-down arrow keys to nmove from student to
st udent .

(5) dick on Save. The nmeter bar depicts the system
processing GPAs for the records changed. Then a nessage
inquires if you want to run evaluation reports. |If you
click on Yes, the systempresents the set of evaluation
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reports described in Table 7-48. If you click on No,
MCAI M5 returns you to the Scoring Information dial og box
(Figure 7-76).

c. To retest:

(1) Double-click on the Score %field to select it. Note that
all of the scores in this field will have been cleared,
regardl ess of how the original score was entered (by
responses or by grade), and the field reflects NO SCORE
for each student.

(2) Enter the test grades for each student. Note that the
score cannot exceed the maxi numretest value nor can the
score be less than this value in order to pass the test.
The score should reflect the actual score if |less than the
maxi mum r et est val ue.

HI NT: Suppose that a test previously scored by responses for
ot her students has challenged test itens. Note that the grade
entered for the students selected with this option will NOT be
adjusted for previously challenged test itens. Before choosing
this option, be sure to accommpdate previously chall enged test
itenms in manual |y conputing a score.

(3) Press the [Enter] key to exit the field.

(4) Use the up-and-down arrow keys to nmove from student to
st udent .

(5) dick on dear Score if you need to correct the score for
the highlighted record. |If a student has not taken the
retest, this option nust be selected to prevent the
student fromreceiving an incorrect or zero value. Wen
this option is selected, the value of NO SCORE will appear
as the student's grade.

(6) dick on Save. The systemwill not allow you to enter a
val ue greater than the maxi numretest value. Cick on K
and re-enter a value. |If the value does not exceed the
maxi mum r et est val ue, the neter bar depicts the system
processing GPAs for the records changed. Then a nessage
inquires if you want to run evaluation reports. |If you
click on Yes, the systempresents the set of evaluation
reports described in Table 7-48. If you click on No,

MCAI M5 returns you to the Scoring Information dialog box
(Figure 7-76).

7.6.3 Challenge Test Itens

This option allows you to challenge test items for a witten acadenic test
assigned to a class with a status of in session. It does not matter if the
test has been scored yet for any students. |f scored, the test nmay have
been scored either nmanually (by Responses) or scanned.

The chal l enge can occur in three ways: You can give credit for
i ndi vidual test itens, disregard test iten(s) in scoring the test, or
revert to the original score for previously challenged test itens. At the
conclusion of any of these three options, the systemrecal cul ates the GPAs
and class standing (even if no tests have been scored). Note that the
choice of giving credit for individual test itens or disregarding test
item(s) in scoring the test can produce a significant difference in the
ef fect on student scores and statistics.
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Chal | enged test itenms apply to scanned tests or manual ly entered
responses. Note that you cannot challenge test itens for tests
students have had their tests scored by grade. The grades for
not be adjusted under this menu option.
you have two choi ces:

Manual |y rescore by grade and re-enter an adjusted score.

Rescore by responses so that the students are given credit for

previously chal |l enged test itens.
When you chal l enge a test, the systeminitiates two cal cul ations:

GPA for everyone except those who have previously been individually
dropped or graduated.

Cl ass standings for everyone except those who have previously been
i ndi vidual 'y dropped.

HINT: Re-locking tests and clearing test scores deletes any existing
chal l enges to test itens. You nust re-enter any needed chall enges to
test itens after you performeither of those two functions.

1. Fromthe Scoring drop-down nmenu (Figure 7-65), C
Iten(s). The Select Cass From Course dialog box (Figure 7-85)

If you wish to

choose Chal | enge Test

opens.

Select Class from Course MOZRMG4 i B
FY/CLASS STATUS TITLE =]
02/2002100 Class In Session CO A INTERNATIONAL OFFICERS
02/2002200 Class In Session BRAVO INTERNATIONAL OFFICERS
02/2002300 Class In Session COMPANY C INTERNATIONAL OFFICERS
02/7002400 Class In Session DELTA INTERNATIONAL OFFICERS
02/2002500 Class In Session ECHO INTERNATIONAL OFFICERS
02/2002600 Class In Session FOX CO INTERNATIONAL OFFICERS
03/2003001 Class In Session ALPHA COMPANY
03/2003002 Class In Session BRAVO COMPANY
03/2003003 Class In Session CHARLIE COMPANY
03/2003100 Class In Session ALPHA CO INTERNATIONAL OFFICS
03/2003200 Class In Session BRAVO INTERNATIONAL OFFICERS
03/7003300 Class In Session CHARLIE INTERNATIONAL OFFICERS

-
Continue I Done |
Figure 7-85. Select Cass From Course

advi si ng you.
sel ection |ist

Sel ect the desired class and click on Continue.
witten tests assigned to the class,
Cick on K. O herw se,
box (Figure 7-86) opens.

Select Test from Class 2003003 i B
TESTID TEST TITLE TEST TYPE -]
0101X FITNESS REPORT EXAMINATION Written
0321X NBC/AVI/ENG EXAMINATION Written
0359% DEFENSE EXAMINATION Written
0398X OFFENSE EXAMINATION Written
0791X% BASIC SKILLS EXAMINATION Written
0792X LEADERSHIP AND ADMIN Written
0793X AMPHIBIOUS OPERATION EXAMINATION Written
1470X LAND NAVIGATION WRITTEN EXAMINATION | Written
2500% COMM SCANTRON Written
4400X MILITARY LAW EXAMINATION Written
6602X WRITING SKILLS EXAMINATION Written
W0362X PATROLLING WRITTEN Written

-
Continue I Done |
Figure 7-86. Select Test from d ass
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3. Select the desired test and click on Continue. The Challenge Test
Wthin Cass dialog box (Figure 7-87) opens.

Challenge Test within Class 2003300 - e B

Challenge tem: Version: TestfemlIs:
Continue
Seq# Te:::tem =l [a = = Correct For All Students Q
" Disregard for Scoring 7

Exit

" Cleared of Challenge

Test ID: WB605%

Test Title: FIRST AID WRITTEN EXAMINATION

hd| Answer: C

2. The best method of evacuating the Company Commander is a:
(9901.01.024)

0 and 2" x 4" boards.

<) hackhoardn e from available materials.
d) two-man ca

Figure 7-87. Challenge Test Wthin d ass

4. Referring to Table 7-51 for an explanation of the data fields,
choose the radio button to the left of the desired test item
st at us.

HI NT: The choice of giving credit for individual test itens or

di sregarding test item(s) in scoring the test can produce a
significant difference in the effect on student scores and
statistics. For exanple, suppose you administered a test with 10
guestions. Suppose that an answer sheet had questions nunber 7 and
nunber 10 answered incorrectly. The result would be 80 percent
right. Refer to the follow ng exanples for the result if question
nunber 7 was chal | enged:

e |f you give credit for individual test itenms (i.e., question nunber 7),
the question is counted correct. In this exanple, each question is
worth 10 points. O the 10 questions, every question is counted right
except for question nunber 10. The score is 9 out of 10 right or 90
percent.

e |f you disregard a test item(i.e., question nunber 7) in scoring the
test, then you onmt that itemfromthe total scored (i.e., only nine
items on the test). 1In this exanple, each question is worth 11.1111
points. O the 9 questions, every question is counted right except for
guesti on number 10. The score is 8 out of a possible 9 right or 88.88.

Table 7-51. Challenge Test Wthin C ass

| TEM | DESCRI PTI ON

Chal | enge Item

Seq # Non-editabl e field displaying the sequence nunber of every
test itemon the test.

Test Item Non-editable field displaying the identifier of every test
itemon the test. Double-click on each test itemthat you
wi sh to chall enge (change or revert to original score). Be
sure you select the test version first because the test
itens available to be challenged vary fromversion to

ver si on.

Ver si on Drop-down |ist of available test versions from which you may
choose the appropriate version. Select the appropriate
versi on before you select the test item(s). If you select

version after selecting test itens, the systemclears the
test itemselection and you nust re-select the desired test
itens.

Version 4.0 7-89 9/ 24/ 03



MCAI M5 32 USER S NMANUAL

| TEM | DESCRI PTI ON

Test Item|s:

Correct for | Choose this radio button if you wish to give credit to al

Al l students in the class for the highlighted test iten{s).

St udent s Note that the scores for students who fail the selected test
item(s) will be inproved. The percentage correct increases
out of the total test items scored.

Di sregard Choose this radio button if you wish to omt the highlighted
for Scoring |test iten(s) in scoring the test. Note that the scores for
students who fail the selected test itenm(s) will be

i nproved. The percentage correct renains constant while the
total test itens scored decreases.

Cl eared of Choose this radio button if you wish to revert to the

Chal | enge original score for the highlighted test iten(s). The scores
and GPA who fail the selected test iten(s) will change

Test ID Non-editable field displaying the identifier of the selected
test.

Test Title Non-editable field displaying the title of the selected
test.

Answer Non-editable field displaying the letter representing the

correct answer to the highlighted test item |If you have
chal l enged the test item an explanation appears to the
right of the answer (e.g., correct for all students or

di sregard for scoring).

Untitled The actual test itemfor the corresponding test identifier
as it appears on the test.

5. Select the test item(s) that you wish to chall enge or from which
you wish to clear challenges and click on Continue. A nessage
depicts recalculating scores (even if no tests have been scored
yet). Under certain circunstances, you will receive a report.

a. |f students have scores unaffected due to no responses being
recorded for their nost current test, their nanes appear in the
list on the left.

b. If students have scores deleted due to an earlier score now
bei ng a passing grade, their nanes appear in the list on the
left.

c. |If students have scores that were previously entered by grade,

their nanes appear in the list.

O herwi se, the systemreturns you to the Sel ect O ass From Course
di al og box (Figure 7-85).

7.6.4 dear Academ c Tests

This option allows you to delete test scores of a selected test for
sel ected students, students by platoon, or the entire class. At the
conclusion of the clear process, the systeminitiates two cal cul ations:

e GPA for everyone except those who have previously been individually
dropped or graduated.

e (Cass standings for everyone except those who have previously been
i ndi vidual |y dropped.

Note that cleared tests can be retaken without invoking the maxi mumretest
val ue established on the O ass record.
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This option applies only to a class with a status of In Session
Students who are subsequently dropped or individually graduated after
taking a test will retain their scores if their unassigned status occurs
before the scores are cleared. Scores for these students are static and
represent all testing efforts at the tine they were assigned to the class.

Clearing a test also deletes any challenges to test items. Even if
dropped or graduated students had taken the cleared test, any challenges to
the test are automatically cleared. Consequently, you must re-enter any
necessary adjustnment to test itens (Paragraph 7.6.3).

It nakes no difference how the test was scored (scanned or nmanual ly
entered by student responses or grade). You may clear acadenic test
results for tests that you want to treat as prelimnary or pop tests. That
is, clearing the results prevents the scores from being included in grade
calculations. Just be sure that you first print the Test Results Report
(Paragraph 7.7.4) before clearing any results. Oherwi se, you will have no
record for nonitoring student progress.

If test scores exist for a class, you cannot re-lock tests with any
new test itens or test versions. However, once test scores are cleared for
a test, the class can be re-locked (Paragraph 7.5.6.7). Re-locking a test
clears all challenged test itens and overwites all test information
including test itens and answer keys with new i nformation.

1. Fromthe Scoring drop-down nenu (Figure 7-65), choose Cl ear Test-
Questionnaires. Then choose Acadenmic. |If you do not have a cl ass
in session with testing informati on recorded, you receive a nessage
so advising you. Cdick on K. Oherw se, the Select Cass From
Course dial og box (Figure 7-88) opens.

Select Class from Course MOZRMG4 i B
FY/CLASS STATUS TITLE B
02/2002100 Class In Session CO A INTERNATIONAL OFFICERS
02/2002200 Class In Session BRAVO INTERNATIONAL OFFICERS
02/2002300 Class In Session COMPANY C INTERNATIONAL OFFICERS
02/2002400 Class In Session DELTA INTERNATIONAL OFFICERS
02/2002500 Class In Session ECHO INTERNATIONAL OFFICERS
02/2002600 Class In Session FOX CO INTERNATIONAL OFFICERS
03/2003001 Class In Session ALPHA COMPANY
03/2003002 Class In Session BRAVO COMPANY
03/2003003 Class In Session CHARLIE COMPANY
03/2003100 Class In Session ALPHA CO INTERNATIONAL OFFICS
03/2003200 Class In Session BRAVO INTERNATIONAL OFFICERS [ ]
032003300 [Class In Session |CHARLIE INTERNATIONAL OFFICERS

Continue I Done |

Figure 7-88. Select Cass From Course

2. Select the desired class and click on Continue. The C ear Scores
for a Test from d ass dial og box (Figure 7-89) opens.
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Clear Scores for a Test From Class 2003300 i B
TESTID TESTTITLE TEST TYPE B
191X TECHNIQUES OF MILITARY INSTRUCTION Subjective Test
321X NBC/AVIZENG EXAMINATION Written |
344X COMBAT ORDERS FORMAT EXAMINATION Subjective Test
0359X DEFENSE EXAMINATION Written
366X TACTICAL DECISION MAKING EXAMINATION  Subjective Test
398X OFFENSE EXAMINATION Written
0793X AMPHIBIOUS OPERATION EXAMINATION Written
0930 PHYSICAL L EADERSHIP PFT |
 Clear By: —l—_l MP TestiD; Ni&

@+ Class e Clear, |
Version[s): |HiA 'I

" Platoon

 selected Student(s) **Mo Scores For This Test** Dane |

Figure 7-89. Clear Scores for a Test from d ass

3. Select the desired test and referring to Table 7-52, nake the
appropriate choi ces.

Table 7-52. Clear Scores for a Test from Cl ass

| TEM DESCRI PTI ON

Test ID Non-editable field displaying the test identifier for each
test that has been scored.

Test Title Non-editable field displaying the title of the correspondi ng
test.

Test Type Non-editable field displaying the test type of the
correspondi ng test.

Cl ear By:

Cl ass Click on this radio button to clear the scores for all the
students in the highlighted class (depending on version
sel ected).

Pl at oon Click on this radio button to clear the scores for all the
students in the selected platoon. Select the platoon in the
drop-down list box to the right of this button

Untitled Click on the desired platoon in the drop-down list box if
you choose to clear scores by platoon

Sel ected Click on this radio button to clear the scores for students

St udent (s)

sel ected in the succeeding dialog box. Note that if you
sel ect a specific version of the test, only students who
took that version will appear in the dialog box that
fol | ows.

MP Test ID |[Non-editable field displaying the identifier of the
corresponding nultipart test, if applicable.

Ver si on('s) Sel ect the desired version(s) in the drop-down box. You may
choose a specific version or all versions of the test that
have been taken.

Untitled The explanation "No Scores for this Test" appear beneath the

Versi on(s) drop-down box when the scores for a test have
been cleared. Note that the Clear button is disabled when
this condition exists. No explanation exists when scores
exi st.

4. Refer to the appropriate choi ces bel ow.

a.

Version 4.0

If you selected Clear by Class or Platoon, click on Clear. A
nmessage appears to confirmyour wish to clear all scores for
the selected test (including scores for challenged test itens).
Cick on Yes. |If the test version you selected to clear was
taken only by students subsequently dropped or graduated, you
will receive a nmessage that no scores were actually cleared for
this test. Oherwise, the systemclears the test scores for
the specified version(s) and returns you to the Clear Scores
for a Test fromd ass dialog box (Figure 7-89). Note that the
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di al og box now reflects "no scores for this test" unless there
are dropped and graduated students with scores for the test.

b. If you selected Cear by Selected Student(s), click on
Continue. The Clear Al Scores for Class selection |ist box
(Figure 7-90) appears if you selected all versions. Oherw se,
Clear Scores for Version in Class appears. Note that these
list boxes are identical except in the |ist of students
present ed
Clear All Scores for Class 2002050 i B
NAME [SSN [RANK _ [PLATOON B
ADAMS, ETHAN M 789456122 ZndLt 09
TRAVIS, DANIEL M 7B9789777 2ndlt
TestiD: 0101% Test Date: 2002111/05
Yersion: & Score: 100.0000 Done
Figure 7-90. Cear Al Scores for O ass
(1) Refer to Table 7-53 for an explanation of the data fields.
Table 7-53. Cdear Al Scores for C ass
| TEM DESCRI PTI ON
Nane Non-editable field displaying the nane of students with
scores for the selected test.
SSN Non-editable field displaying the SSN for the correspondi ng
sel ected student.
Rank Non-editable field displaying the rank for the correspondi ng
sel ected student.
Pl at oon Non-editable field displaying the platoon for the
correspondi ng sel ected student.
Test ID Non-editable field displaying the test identifier for the
sel ected test.
Test Date Non-editable field displaying the test date for the sel ected
test.
Ver si on Non-editable field displaying the test version taken by the
correspondi ng student.
Score Non-editable field displaying the test score for the

correspondi ng student.

(2) Double-click each student record for which you wish to
delete the test score

(3) dick on dear. A nessage appears to confirmyour wsh to
clear all scores for the selected student(s). dick on
Yes. This returns you to the Clear Scores for a Test from
Class dialog box (Figure 7-89). Note that the dial og box
now reflects "no score for this test".

5. Wen you click on Done, a nmeter bar depicts the recal culation of
scores.

7.6.5 Cear Non-Acadenic Tests-Questionnaires

This option allows you to delete test scores for the sel ected non-acadenic
test or questionnaire. The test or questionnaire may have been scanned or

Version 4.0
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scored nanual ly by student responses. The option applies to a class with
any status (pending, in session, graduated, or Bna upl oaded).

1. Fromthe Scoring drop-down nenu (Figure 7-65), choose Cl ear Test-
Questionnaires. Then choose Non-Academ c-Questionnaire. |If there
are no non-acadenic tests or questionnaires, you receive a nessage
so advising you. Cdick on K. Oherwi se, the Select Cass From
Course dial og box (Figure 7-91) opens.

Select Class from Course MOZRMG4 i B
FY/CLASS STATUS TITLE B
02/2002100 Class In Session CO A INTERNATIONAL OFFICERS
02/2002200 Class In Session BRAVO INTERNATIONAL OFFICERS
02/2002300 Class In Session COMPANY C INTERNATIONAL OFFICERS
02/2002400 Class In Session DELTA INTERNATIONAL OFFICERS
02/2002500 Class In Session ECHO INTERNATIONAL OFFICERS
02/2002600 Class In Session FOX CO INTERNATIONAL OFFICERS
03/2003001 Class In Session ALPHA COMPANY
03/2003002 Class In Session BRAVO COMPANY
03/2003003 Class In Session CHARLIE COMPANY
03/2003100 Class In Session ALPHA CO INTERNATIONAL OFFICS
03/2003200 Class In Session BRAVO INTERNATIONAL OFFICERS J
032003300 Class In Session CHARLIE INTERNATIONAL OFFICERS

-~
Contihue I Donhe |

Figure 7-91. Select dass From Course

2. Select the desired class and click on Continue. The C ear Scores
for a Test fromdass selection list box (Figure 7-92) opens. Note
that all fields in this selection Iist box are disabl ed.

Clear Scores for a Test From Class 2000010 = x|

(ClearBy: | MPTestD: N4
@ Class et |
Yersion[s]: [RN/A j
€ Platoon
¢ Selected Student(s] *Test Deleted from Course™ st

Figure 7-92. Clear Scores for a Test from d ass

3. Select the desired class and click on Clear. A nmessage advi ses you
that the sel ected tests/questionnaires have been cleared. Cick on
OKto return to the Sel ect Cass From Course selection Iist box.
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